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Important General Information 
 

 Prior to submitting an application, the "Notice to Applicants" should be reviewed. 

 

 To appear before the Planning Board, all required application materials shall be submitted not 

later than 11:00 A.M., Monday, fourteen (14) days prior to the date of the Planning Board 

meeting at which the application is scheduled to be heard or as otherwise noted by the 

Planning Board Secretary. 

 

If all required application materials, including the pertinent application fee are not submitted 

by that deadline, the application shall be automatically removed from the agenda. 

 

At the discretion of the Planning Board Chairman, the application may be rescheduled, if 

appropriate, for the next available Planning Board meeting or the application may be removed 

from future agendas altogether.  Without prior authorization from the Planning Board, 

application submissions shall not be accepted at Planning Board meetings. 

 

 At the time of submission, all required application materials shall be submitted.  Piecemeal 

submissions shall not be accepted.  Substitution of previously submitted materials shall not 

be permitted. 

 

 All submissions shall be dated, with revision dates identified on new submissions. 

 

 All submissions shall be accompanied by a cover letter describing the project and/or any 

changes as compared to previous submissions. 

 

 For distribution purposes and mailing to the Planning Board Members and others (as 

required), multiple copies of application materials shall be collated into separate sets, each 

containing one copy of every submitted document.  All application materials shall be 

submitted in a form that fits into a 12" x 17" envelope.  Plans shall be folded and rubber 

banded as necessary. 

 

 To be considered complete for Planning Board hearing purposes, an application package shall 

contain the information identified in Parts IV and V of this application form. 

 

 For purposes of completing this application form, all responses provided shall be printed, 

except as otherwise specified. 
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NOTICE TO APPLICANTS 
 

 

In the Town of North Castle, the Planning Board is responsible for the review and approval of all 

applications concerning site plans, subdivisions and lot line changes; some applications concerning special 

use permits, wetlands permits and tree removal permits; and the environmental review of those applications 

over which it has jurisdiction.  The Planning Board may also have an advisory role in connection with some 

applications before the Town Board, such as those involving other categories of special use permits and 

zoning amendments. 

 

The Planning Board is composed of five volunteer members – all residents of North Castle – who are 

appointed by the Town Board for five-year terms.  As part of the review of some applications, the Planning 

Board is assisted on an as-needed basis by other lay boards of the Town, such as the Conservation Board 

(CB), the Zoning Board of Appeals (ZBA), the Open Space Committee and the Architectural Review 

Board (ARB).  As part of the review of most applications, the Planning Board is also assisted by the 

Director of Planning, the Town Engineer, the Town Attorney and other special consultants when required. 

 

FEES: 

 

If you submit an application for Planning Board review, you will be required to reimburse the Town for the 

cost of professional review services, including legal and engineering services, incurred in connection with 

the review of your application.  For the 2005 calendar year, charges for professional planning review 

services are $120/hour.  If other types of professional consultant review services are required, those charges 

will be in accord with fees usually charged for such services and pursuant to a contractual agreement 

between the Town and such professional.   

 

At the time of submission of an application, the Planning Board may require the establishment of an escrow 

account from which withdrawals shall be made to reimburse the Town for the cost of consultant fees and 

professional staff services.  

 

DIRECT BILLING: 

 

You will be periodically billed by the Town for the cost of such professional review services.  Additional 

information on these requirements is provided in the North Castle Town Code (see Sections 213-67B and 

A216-34.C).   
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PROCEDURE: 

 

Prior to submitting an application to the Planning Board for review and approval, prospective applicants 

should schedule an appointment with the Planning Board Secretary at (914) 273-3542 for a consultation 

with the Town Planner and the Town Engineer.  When the appointment is made, a verbal description of the 

proposal should be provided to the Planning Board Secretary.  The Town of North Castle is providing the 

services of the Director of Planning and the Town Engineer for initial consultation at no cost to the 

applicant so that it is possible to conduct the application review as efficiently as possible for the benefit of 

the applicant as well as the Planning Board.   

 

After meeting with the Town Planner and Town Engineer, prospective applicants should prepare one 

complete set of application documents and plans.  This set will be reviewed for completeness by the Town 

Planner.  If determined to be incomplete, the Planning Department will submit a checklist indicating which 

items have not been adequately addressed.  If determined to be complete, the checklist will be initialed and 

the Applicant should submit the remainder of the required application packages.   

 

Once the checklist has been initialed and all application packages have been submitted, the Planning Board 

Secretary will schedule the application for the first available opening on the Planning Board's meeting 

agenda. However, if the required application material packages, including the pertinent application fee are 

not received at the Planning Board office by 11:00 AM, Monday, 14 days prior to the date of the Planning 

Board meeting at which your are scheduled to appear (or otherwise scheduled by the Planning Board 

Secretary), your application will be automatically removed from the agenda.  At the discretion of the 

Planning Board Chairman, your application may be rescheduled, if appropriate, for the next available 

Planning Board meeting or the application may be removed from future agendas altogether.  Additional 

requirements pertinent to each type of application are provided on the individual application forms, which 

you should carefully review prior to submitting your application. 

 

When an application is deemed complete and submitted for review, it will be forwarded to the Planning 

Board Members and its professional advisors in advance of the meeting to allow adequate time for review, 

preparation of written reports and site inspections as necessary.  Your application may also be forwarded to 

other boards and staff of the Town as well as to agencies outside of the Town, if required.  Compliance 

with State Environmental Quality Review (SEQR) procedures is also required as part of the processing of 

all applications. 

 

At your first appearance before the Planning Board, the Applicant will describe the project and the 

Planning Board will discuss any preliminary issues.  The Planning Board discussion may be continued at 

future meetings, or if the Planning Board review has progressed sufficiently, the application may be 

scheduled for a public hearing (if one is required)  The public hearing may occur at a single Planning Board  

 

meeting, or it may be adjourned and continued at another Planning Board meeting.  Because the nature and 

complexity of each application varies considerably, it is not possible to predict in advance the length of 

time needed to secure Planning Board approval.  There are certain steps that you can take, however, to 

expedite the review process.  These include, but are not limited to, the following: 
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 Be thoroughly familiar with the requirements pertinent to your application.  Carefully review 

relevant provisions of the North Castle Town Code and the application form for your particular type 

of application.  Be sure to check on what other types of approvals may be required in addition to 

that of the Planning Board.  Approvals by other Town boards or departments as well as agencies 

outside of the Town may be required before you will be allowed to proceed with your project. 

 

 Make sure that your application materials are accurately prepared and contain all required 

information.  The information that we initially request is required, so make sure that your 

submission is complete.  If supplementary information is requested as the review process continues, 

make sure that it is submitted in a timely fashion so the Planning Board can continue to move your 

application along. 

 

 Follow up to make sure that your application materials are being submitted on time, or deliver them 

to the Planning office yourself. 

 

 Attend the Planning Board meeting at which your application will be discussed and be on time for 

the meeting.  If you cannot appear personally, make sure that your representative will be there and 

is thoroughly familiar with your application. 

 

If the Application is approved by the Planning Board, a resolution of approval will be adopted by the 

Planning Board.  It is the Applicant’s responsibility to address any and all conditions of approval.  Permits 

from the Building Department cannot be issued until all conditions have been addressed and the plans have 

been signed by the Planning Board Chair and the Town Engineer.    
 

 

ON LINE AGENDAS & PLANNING DEPARTMENT MEMORANDA CAN BE REVIEWED AT 

WWW.NORTHCASTLENY.COM 
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INFORMATION REGARDING NEIGHBOR 

NOTIFICATIONS & PUBLIC HEARINGS 

 

 

1. The North Castle Assessor’s Office shall prepare a list of neighbors to be notified for the neighbor 

notifications and public hearings -  A minimum of one week’s notice is required .  The fee is 

$25.00 which includes the list of neighbors and two sets of labels for mailing.  The Assessor’s 

Office may be reached Monday – Friday from 8:30 a.m.– 4:30 p.m. at 273-3324. You may also  

e-mail your request to   assessor@northcastleny.com  

 

When requesting your list please reference the list of application types below so that you can tell the 

Assessor’s office how many feet on all sides of the property to create the list for. 

 

Subdivisions - All lots zoned R-10, R-5 and R-2F shall notice all neighbors within 250 feet from all 

sides of their property.  All other zoning districts shall notice neighbors within 500 feet from all 

sides of their property.  Public hearing notice must be published in the newspaper. 

 

Special Use Permit for Structures over 800 sq ft. & Accessory Apartment - All Zoning Districts 

shall notice all neighbors within 250 feet from all sides of their property.  Public hearing notice 

must be published in the newspaper.  

 

Special Use Permit for Gross Land Coverage and Gross Floor Area – All lots zoned R-3/4A or 

smaller shall notice all neighbors within 250 feet from all sides of their property.  All other zoning 

districts will notice neighbors within 500 feet from all sides of their property. Neighbor notification 

only, no publication in the newspaper required. 

 

Site Plan, Non Residential - All Zoning Districts shall notice all neighbors within 250 feet from all 

sides of their property.  Public hearing must be published in the newspaper.  

 

Site Plan, Residential – no public hearing required, no publication in the newspaper required.  

 

Wetlands Permit - All Zoning Districts shall notice all neighbors within 100 feet from all sides of 

their property.  Public hearing must be published in the newspaper.  

 

 

2.  The Director of Planning will prepare a Neighbor Notification/Public Notice.   The applicant and or 

professional will review, sign, date and return to the Planning Department Secretary.   If there are 

any changes necessary, please edit and return for corrections.   The corrections will be made and 

emailed back to the applicant who will forward it to the Journal Newspaper, when applicable. 

 

 

 

 

 

mailto:assessor@northcastleny.com
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If notification to the newspaper is not required, please continue to #3.  

 

You may email your public notice to www.lohud.com/orderad.  Please request an affidavit of 

publication which must be submitted to the Planning Board secretary prior to the public hearing.  

You will also have the opportunity to make payment while at the site.  The Journal News requires  

three days prior notice before 12 noon, not counting weekends and holidays, for ad placement.  

When the ad is done and completed by a representative, they will email/call/fax you the proof 

letting you know of the run date or date’s and the cost of the ad, they will also get pre-payment 

 (if necessary).  Make sure the proof notes placement of the ad in the AN (Add Northern) and AC 

(Add Central). This notice can not be published any sooner than 20 days prior to the meeting and 

must be published no less than 10 days prior to the meeting.  

 

ALL PUBLIC NOTICES MUST BE PUBLISHED IN THE NORTHERN AND CENTRAL 

EDITIONS OF THE JOURNAL NEWSPAPER.  

 

If you have any questions regarding your publication you may call:  

 

Legal Advertising Representative 694-5123  

Affidavit Department 694-5177  

Billing Department 694-5325 

   

It is suggested that you purchase the newspaper for your records the day the notice is published. The 

Journal news notes that it takes 10 business days for the affidavit to be delivered to the recipient.   

 

 

3.    Send out the Neighbor Notifications/Public Hearing Notice, certified mail, return receipt requested 

to all neighbors on the list prepared by the Assessor’s Office. This must be sent out no less than 10 

days prior to the meeting and no more than 20 days prior to the meeting date.  

 

4.  The Friday before the meeting or no later than 11:00 a.m. the day of the meeting the following 

must be submitted. 

 

-  List of Neighbors prepared by the Assessor’s Office 

 

-  Proof of Mailing – All white slips post marked from the US Post Office  

 

-  All green cards and or returned envelopes 

 

-  Return Proof of Service Form (next page) Notarized by the person who did the mailing 

 

-  Affidavit of publication from the Newspaper (only if published in the newspaper) 

 

 

http://www.lohud.com/orderad
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FORM OF PROOF OF SERVICE 

 

 

 

State of New York 

County of Westchester 

 

 

 

SS: 

 

________________________being duly sworn, deposes and says that he is over twenty-one years of age 

and resides at____________________________________, in the State of New York, that he is the agent 

for the applicant proceeding before the Planning Board, Town of North Castle and which related to 

premises ____________________________ that he gave notice of this proceeding to each and all of the 

persons named on the list of owners or property affected which he or she filed with said application, by 

mailing on _______________, by Certified Mail , to each of said owners a notice , a true copy of which is 

attached to this affidavit.   

 

 

 

 

_______________________________ 

(Applicant) 

 

 

 

Sworn to me before this ______ day of _________,20__ 

 

 

 

 

 

________________________________ 

(Notary Public-Commissioner of Deeds) 

 

 
 

G:\Planning\Plan6.0\forms\affidavit.wpd 
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APPLICATIONS REQUIRING PLANNING BOARD APPROVAL 

SCHEDULE OF APPLICATION FEES 

 

 

Type of Application       Application Fee 

 

Site Development Plan      $200.00 

 

 Each proposed Parking Space             $10 

 

 

Special Use Permit (each)      $200 (each) 

 

 

Preliminary Subdivision Plat      $300 1
st
 Lot 

         $200 (each additional lot) 

 

Final Subdivision Plat       $250 1
st
 Lot 

         $100 (each additional lot) 

 

 

Tree Removal Permit        $75 

 

Wetlands Permit       $50  (each)  

 

 

Short Environmental Assessment Form    $50  

 

Long Environmental Assessment Form    $100 

 

Town Environmental Clearance Form    $25 

 

 

Recreation Fee       $10,000 Each Additional Lot 

 

 

**Any amendment to previously approved applications requires new application forms and fees** 
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APPLICATIONS REQUIRING PLANNING BOARD APPROVAL 

SCHEDULE OF ESCROW ACCOUNT DEPOSITS 
 

 

Type of Application      Amount of Initial Escrow Account Deposit* 

 

Concept Study       $500.00  

 

Site Plan Waiver for Change of Use    $500.00 

 

Site Development Plan for: 

  

Multifamily Developments    $3,000.00 plus $100.00 per proposed 

        dwelling unit  

  

Commercial Developments $3,000.00 plus $50.00 for each required 

parking space 

  

1 or 2 Family Projects     $2,000 

 

Special Use Permit $2,000.00 plus $50.00 for each required 

parking space 

Subdivision: 

 

 Lot Line Change resulting in no new lots  $1,500.00 

  

All Others      $3,000 plus $200.00 per proposed new lot in  

        excess of  two (2) 

 

Preparation or Review of Environmental Impact   $15,000.00  

Statement             

   

 

 

* If a proposed action involves multiple approvals, a single escrow account will be established.  The 

total amount of the initial deposit shall be the sum of the individual amounts indicated.  When the 

balance in such escrow account is reduced to one-third (1/3) of its initial amount, the applicant shall 

deposit additional funds into such account to restore its balance to the amount of the initial deposit. 
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